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INTRODUCTION
There are three steps to completing the Election Officials’ Accreditation Program mandated
under Michigan election law:
1.) Attending the two day Accreditation training classes
2.) Studying the information presented in this manual
3.) Pass the Accreditation Exam (An example of the online exam is included in Appendix I1.)

The exam must be taken online. Instructions for taking the exam in the Michigan Elections
elearning Center will be emailed when class completion is confirmed.

To maintain accreditation, an election official must complete a program of continuing
education offered by the Secretary of State. (MCL168.33) Details on the continuing
education offerings are available in the Elections eLearning Center.

After studying the manual, we encourage you to retain it for future reference as it is
designed to serve as a lasting information resource on election related matters. If you have
any questions or suggestions for improving the Election Officials’ Accreditation Program,
please do not hesitate to contact us.

MICHIGAN DEPARTMENT OF STATE
BUREAU OF ELECTIONS
P.O.Box 20126
LANSING, M| 48901-0726
WWW.MICHIGAN.GOV/ELECTIONS
E-MAIL: ELECTIONS@MICHIGAN.GOV
Phone: (517) 373-0065
Toll Free: 1-800-292-5973
Fax: (517) 373-0941

QVF Help Desk
Toll Free: 1-800-310-5697



http://www.michigan.gov/elections

CONTENTS

CHAPTER 1 STRUCTURE OF MICHIGAN’S ELECTIONS SYSTEM

TaYdfoTe [Tl u o] o [P 1-1
Controlling Legal AUTNOTIItY ......cooviiiirieeiic e e 1-2
SECIELANY Of STATB.ciiiiiiiciiieiiie et e e e e e e e sbbraereeeeeeesnsannrees 1-4
Board Of Stat@ CAnVASSEIS ....ccccuuieeeeiiiiee e et e eetee e e e e e eitae e e e s are e e e e sanaeee e snnaaeeeans 1-4
BUIrEau Of EI@CLIONS ..uvviieeee et e e e e e e e 1-4
COUNTY CLEIKS ettt s e e e s s aba e e s s sabae e e s sanaeeas 1-4
County Election COMMISSIONS.....ccccuvieeiieeiiiieiiireeeeee e eeeirrreee e e eeeearrreeeeeeeeesnannres 1-5
Boards Of COUNTY CanVasSErS....uuuueeeieeiiiieiirirereeeeeeeiniiireeeeeeeeeeesesrreeeseesesessssssreseseses 1-5
City and TOWNSHIP ClErKS ..vvvviiiiiiiiiiiieeie e e e e e e 1-5
City and Township Election COMMISSIONS .......ceeivriieiiiriiieeeniieeeeriree e esieeeeesneeeas 1-5
School Election Coordinating CommIittee.........ccevviieiiiriiieeiiiiieee e 1-6
CHAPTER 2 VOTER REGISTRATION
(O TV 1 T=To I Lo =T ol o1 TSP 2-2
Qualified Voter File (QVF) INDOX ...viiiiiiiieeeeeiie ettt e 2-3
Statewide Street INAEX..... . 2-4
Sources of Voter Registration Applications .........ccccueeviviiieiiniiiieeiniiee e, 2-5
Transmission of Voter Registration Applications.......ccveeeeieviiiiciiveeeeeee e, 2-6
Mail-in Voter Registration Program......ccccvvveeieeiiiiiiiiiiieeeee e ceeciiveeeeeee e eeeennveneeee e 2-6
Processing Voter Registration Applications.......cceeevviiiieiiniiiiee e 2-8
Returned Voter Identification Cards........ccccceeeieiiecciiiieee e, 2-10
Close of Registration Standards.......cccccuueviiriiiieiiiiiiee e 2-12
Address Change Within JUFiSAiCtioN ........uvveeeiiiiiiiiiiieeec e 2-13
Move to a Different JUurisdiCtion ...........ceeeeiiiiecciiiie e, 2-14
NAME CNANEE ...ttt e et e e e e e s e serbbaa e e e e e e eesessbabareeeeeseseassranreeeens 2-16
Addressing Confirmation NOTICES ......ceiiviiiiiiiiiiie e 2-16
Returned Confirmation NOTICES.....ccciii ittt 2-16
SUITENAEIEd LICENSE ...ttt et e e e e e e e e e e e e e e s e nnnreneeeeeeeennans 2-17
INACLIVE VOTEI FIlES...uiiiiiiiiiie ettt et e e e e e e et e e e e e naaee s 2-18
Voter Registration Cancellations .......ccccvveeeeiiiiiiiiciiieieeeec e 2-19
Retention of Canceled Voter Registration Records........ccccevvuveviinciieeeinniieeessinnenn. 2-20
Notations on Branch Office Voter Registration Applications.......ccccccevvvveeeennnnenn. 2-21
Public Availability of Voter Registration Data........ccccocuveeeiviiieeiiniiieeccieec e, 2-22

Federal Recordkeeping and Reporting Requirements.........ccccevuvveeeeeeeeeieccnnveennnnen. 2-23



CHAPTER 3 CANDIDATE FILINGS AND FINANCIAL DISCLOSURE REQUIREMENTS

General Filing INformation ........oocuuiieiiiieeicec e 3-1
Additional Filing REQUIFEMENTS.......ccccvirieiieieeieeiiitreee et e e e e sesbrereeeeeeeeenans 3-3
(N 1o TN o o 0 1N 3-3
Preparation of Petition ShEets. ... 3-4
T u A (o] s W G ol U] - | o] < 3-6
Petition CirCUIGLION ....ueeiiee e e e 3-6
L A A o] NP = =T RPN 3-6
SIZNAtUre REQUITEMENTS ..uueeii e e e e e e e e e e e e e e eaanaaaas 3-7
Additional Filing Requirements and OPtioNnsS......ccccuveeeieeieiiciiireeieeeeeeieiirereeeeeeeeenans 3-8
Precinct Delegate FiliNGS . .....oiu it 3-10
Checking Filings: Step One—Preliminary Inspection.........cccoccveeivviieeeinniiieeeennnne, 3-11
Checking Filings: Step Two—Review and Final Determination ........ccccceveveveeennnes 3-13
SUPPIEMENTA] FIlINES .ot e e s eabeee e e e e e e eenns 3-18
Public Record of Nomination Petitions Filed and Final Disposition ...................... 3-19
Financial Disclosure Filing REQUIremMENts .......ccoccveiiiriiieeiiniieeecerieee e eivee e 3-19
Public Availability of Candidate Filings ......cccceeivviiiiiiniiiiieciee e, 3-22

CHAPTER 4 WRITE-IN CANDIDATES

Declaration of Intent REQUIrEMENt.......ccovviiiiiiiiiiee e 4.1
RECOrdiNg WIIte-IN VOTES....cciiiiiiieiiiiiee ettt ettt e s e e s saaaee e 4-3
Canvassing and Certifying Write-In VOtes ......c.covvviiiiiiniiieeiciee e 4-3
Determining if a Write-In Candidate Has Been Nominated or Elected................... 4-4

CHAPTER 5 PRECINCT DELEGATE CANDIDATES

Candidate QUAlIfiCatioNS........ueeiiiiiiee e e 5-1
Creation of Precinct Delegate POSItiONS ..........eeeivviiiiiiniiieeeciece e 5-1
FiliNg REQUIFEMENTS ..eiiiiiiiiiee ettt e s s e s s sbae e e s sabaeeeen 5-2
COMPIAINT PrOCESS. ..ot eiirieieeie e e ettt e e e eserree e e e e s eesabbaeeeeseessessssraeeeeeseessnnnsrrens 5-3
Precinct Delegate Ballot........cccuveeeeeiiiiiiiiieeeeec e 5-3
Write-in Candidates for Precinct Delegate .......cccvvvieeveeccivveeeeieeieecireeeeeee e 5-3

Precinct Canvass and Certification of Precinct Delegates .......cccccccveeivvcvieiiniiienene 5-4



CHAPTER 6 MICHIGAN’S ABSENTEE VOTING PROCESS

[ TT=q1 o111 YOO PR 6-1
Elgibility RESEIICTION 1uvveiieiiiiieiiieeee et e e e e e anrrereeee e s 6-2
FaY oY o] [or= Yo o I o fo Yol X1 PRSPPI 6-2
Mass Mailing Absentee Ballot Application Forms to Voters .......ccccccevvcvieeiniiveeene 6-2
Submission of Absent Voter Ballot Applications .......cooeevvvvveeeiiiiiiiciiieeeeeee e, 6-3
Office Hours on Saturday Preceding Election.......ccccccoveevivveeeeiiiiiiicireeeeeee e, 6-4
Restrictions on Possession of Signed Absentee Ballot Applications .........cccuuee...... 6-4
Application Verification ReqUIremMent ........coovcuiieiiriiieeiiiiieee e 6-5
Issuance of Absentee Ballots .......cceviiiiieciiiiiieee e 6-5
Absentee Voters Who Receive AsSSiStanCe........ccccuvviieeeeeieeiciiiireee e e ceciineeee e e e e 6-6
Return of Absentee Ballots ......c.uuiieeciiiie i 6-6
Ballot Pick-up by Election Official .........cooevvreeiiiiiiiiiiieeeec e 6-7
Ballot Verification REQUIrEMENT ....ccuvviiiiiiiieecriiee et 6-7
Deceased or Incarcerated Absentee VOter......ccccocccciiiieei e, 6-8
[T o T LA =TSR 6-8
Posting Absentee Voting INformation .......ceeeveeiiiiiciiiieeeeeccecreeeee e 6-9

CHAPTER 7 FEDERAL REGISTRATION AND ABSENTEE VOTING PROGRAMS

Federal Military and Overseas Voter Empowerment Act (MOVE Act).......c.cceeuvee.n. 7-1
Federal Post Card Application FOrms (FPCA’S) ....cccvueeeiieeiiieesiieecieeesieeesiee e 7-3
Federal Write-In Absentee Ballots (FWAB'S) ........coeeeeiuiieeieiiiiee et 7-6
Required Schedule for Delivery of Ballots to Clerks .......ccccccceevevvvveeeieeieenciinvenennnen. 7-7
Transmission and Return of APO/FPO Absentee Ballots by Mail..........cccccoeeuvveeennn 7-7

CHAPTER 8 ABSENT VOTER COUNTING BOARDS

Establishment of Absent Voter Counting Boards ..........cccovvvveeeiniiieeesniiieeecniieeeenne 8-1
Absent Voter Counting Board ProCedures..........cccevuvieeeiiieeeeiniiieeeenieeeesieee e 8-3
Maintaining BallOt SECIECY .....uvvveeiiiiiiiiiitteeeee e rreree e 8-6
Ballots Received After Processing BEZINS .....uuuviiieiieciireeeeeeeeeeeiiirreeeeeeeeeeennvereeee e 8-7

EMErgeNCY REOUESTS ..coiiii it ettt e e e et s e e e e s e eeaae e e e aanaeeeeanas 8-7



CHAPTER 9 ELECTION BALLOTS

Ballot Proofing and Michigan Ballot Production Standards ..........cccccevcuviveiniivennnne 9-1
Candidate Name ROtatioNS .....ccoveeeiiiieeie e e e e 9-3
(0] 5 1T © e [T SRR 9-5
Partisan Ballot....coooiuiiiiiciiiee et 9-5
NONPArtisan Ballot .......cooiiiiiiiiiie e s saee e 9-6

CHAPTER 10 PREPARATION OF VOTING EQUIPMENT

VOTINE SYSTEIMS ettt e e et e e e e e e e e e et et eaeeeeeeeeessnnnaaeeaeeesnnens 10-1
TabUulator Programming ........ccoviiciiieeiieeeeeceireeeee et e e e e e setrareeeeeeesesennrerees 10-2
TICKEE VOTINE . utreeiiii ittt e e e e e et brr e e e e e e e sesnbrareeeeeeesesannrerens 10-5
Pre-Election Logic and Accuracy TeStiNG .....ccccuevirriiieeiiiiiiieeeriiee e 10-6
Y =Tol U1 41 4V TR 10-7
Battery BACKUP wvveeiiiiiiiieeeee ettt e e e e et a e e e e e e e eenans 10-8
AUtOMARK Election DAy TESTING ...uveeeiiieiiieiiiieeeeeeeee ettt e e eeirrereee e e e e eeeanenes 10-8
Some ComMMON Probl@MS.........uuiieeciee e e e e e e e e 10-9

CHAPTER 11 ELECTION DAY ISSUES

Maintaining Order at the POllS........oocuiiiiiiiiiei e 11-3
Handling Emergencies that Raise Questions Over the Interruption of the Voting

Process or the Extension of the Polling Hours........ccccveevieeiiiiciivieeeiec e, 11-3
Accounting for Every Ballot Issued: Important Points to Remember................... 11-5
Handling “Missing” Voter Registrations .......cccevvveiiiriiveeiiniiieeccsieee e, 11-5
Provisional Balloting PrOCESS .......uviiviiiiiiiiiiiee ettt 11-6
Procedural POINTEIS ....ueiieiii ettt e e e e e e e e e e e e nneees 11-12
Voters Who Have MOVEd..........ccocciiiiiiiieie ettt e e e are e e eaane e 11-13
Michigan Voter Identification ReqUIrement........cccoeeevvveeeeeeeeiiiiiineeeeeeee e 11-14
Summary - When to Issue “Envelope” Ballots: Three Instances ........cccccvveeeennnes 11-22
NOtICE 1O VOTErs — TWO TYPES .. 11-22
Assisting Voters in the Voting Station........ccoovieviiiiiee e 11-23
Campaigning at the POIIS ....eeviiiiiiiireeeee e 11-24
The Appointment, Rights & Duties of Election Challengers and Poll Watchers..11-25
EleCtion Chall@NGEIS....cuvivieieeecee ettt et ettt sre et e es bbb e sbesnseanes 11-26

GNEIAl INTOIMATION .ttt ettt e et e e et aessesaetessasatesesantaessenanenessann 11-26



CHAPTER 11 ELECTION DAY ISSUES (CONTINUED)

The Appointment of Election Challengers........ccvvvvvviieeiiiiieeicriiece e, 11-27
Appointment Authorization Applications Submitted by Groups and

Organizations: ProCesSiNgG SEEPS cuuuuueiiiiiieieeiicceee et e e e et e e e e e e e eeaaaaans 11-28
CondUCct StANAArdS..........uviiiiiiee e e e e e e e e e 11-28
Rights Of ChallE@NGErS .ccc.evvieiieeeee e s 11-29
Challenge Procedure: “Unqualified Voter”.......cccooviiiiniiieiiinieee e 11-30
Challenge Procedure: Absentee Voter at PollS.........cccoovveniveeiiiiieiiiiiiieeeeeee e, 11-31
The Preparation and Issuance of Challenged Ballots ..........ccccoeevvrvveerieeiiiinnnnnee. 11-32
Challenge Procedure: Precinct Board Fails to Automatically Issue a Challenged
Ballot When ReQUITEd........ueiiiiiiiieieiiie ettt 11-32
Challenge Procedure: Absentee Ballots........cccuvvviviiiieiiniiieeiinicee e 11-33
Challenge Procedure: Actions of the Precinct Board..........cccceveeeeiieiinveveeneeeennnns 11-33
Challenge Procedure: Administration of Voter Identification Requirement....... 11-34
T T 1 = USRS 11-34
oYY ol o T U 11-34
Election Challengers and Poll Watchers: Summary of Rights and Duties ........... 11-35
Actions to Take if Problems OCCUr.........uviiiiiii i, 11-37
Use of Video Cameras, Cell Phones, Cameras, Televisions and Recording

EQUIPMENT IN the POIIS..ccciiiiiiieeeeeee et e e e 11-37
Use of iPad®, Laptop Computers and other Electronic Devices..........cccceeevunneen. 11-38
A o] A=Y SRR 11-38
Children Allowed in Voting Station.......ccccceevviiieiiiiiiiee e 11-39
Ballot Rejected by Tabulator - Preserving Ballot Secrecy......cccccvvvveeeeeieeencnnnnnee. 11-39
Measures to Take if a Ballot Shortage OCCUIS.......ooocvvvveeeieeceiicireeeeeee e, 11-41
“Check and Balance” ProCeAUIES .......cccovecciiiiieee ettt 11-41

CHAPTER 12 PRECINCT CANVASS — CLOSING THE POLLS

Public Access to Precinct Results after Polls ClOSE .......ceveeeeeecciiiieeeeiiieeeeeee, 12-1
Procedure for CloSING the POlIS.........cooiiiiieieeie et 12-2
Processing Absent Voter Ballots - False Reads........cccovveeeeeeieiiiciireeeeneeeeeeinnnnee, 12-11
Determining the Validity of Optical Scan Ballot Markings .........cccccvveeeeeeeercnnnnnen. 12-12
Optical Scan Systems Employing Arrow Target Areas.......cccceecveeeeevvveeeenieneeennns 12-13
Examples of “False REAA”.......coo vttt s e 12-14
DUPHCAtING BAIIOTS ..uvvvveeeeiieiiiiiiiiieeiee ettt e e e e eebrere e e e e e e sesnanrrees 12-16

Precinct RecoNCiliation STEPS.....uvvieiiei it e e 12-17



CHAPTER 12 PRECINCT CANVASS — CLOSING THE POLLS (CONTINUED)

Ballot Container Sealing ProCedures .........ccccevvviveeiiniieeeesiiiee e esieee e sieee e
Proper Use of EICtioN SEAIS .....uvvveeiiiiiiiiiiiieiiee ettt e e
Establishment and Use of Receiving Boards Mandatory.........ccccccvvveeeeeeennnns

CHAPTER 13 APPOINTING AND TRAINING ELECTION INSPECTORS

Appointing Election INSPECLOrS.....cc.vviviiiiiiieeiciiee et
Training Election INSPECLOrS.......uviiiviiiieiciiee ettt
Coordinating Election Inspector Training Programs.......ccccceeeeeeeeiievnvveeennnen.
FOUOW-UP SUPPOIT «.vvvrieiiieieiieiiitteee et e e e e eeseibrree e e e e e e eseanabeeeeeseeesennns

CHAPTER 14 ESTABLISHING VOTING PRECINCTS AND POLLING PLACES

Precinct Boundary REQUIrEMENTS .......ceeevviiiiiiriiiee e esiiee s enieee e sieee e
Precinct Size Limits and Voting Station Minimums .......cccccceviiniiieeinniineeennn,
Approval of Precinct Boundary Alterations........cccccvveeeeeeeiieicineeeeeeeeeeeiennnne
Notice to Voters — Permanent Precinct or District Change.......ccccvvveeeeeeennns
Temporary Precinct Consolidations........cccuveeeeiiieiiiiiiieeeeeec e ee e
Use of School Based Precincts ...ttt
Establishing PoIlING PIaces ......c.uveviiiiiiiiiiiiiiee it
Arranging PoOIlING PlacesS......covuuiiiiiiiiiie ettt aee e

CHAPTER 15 ELECTION DATES AND SCHOOL ELECTION COORDINATION

School Election Coordinating CommIttEeS ......cvvveeveeeeiiiciirieeeeeeeeeeetreeeeeen
Election Date Options Extended to CitieS.....cccoevveeiiriieeeiniiieeecniiee e siieee s
“Floater” Election Date Option Extended to School Districts............ccueee......
Reimbursement of Costs Associated with School Elections...........cccce..........
Reimbursement Costs Associated with Village Elections.......c.cccccvvvevereeennns

CHAPTER 16 ELECTION RELATED INFORMATION

Mandatory Election PUBIICatioNS.........coocevivieeiiiiiiiiiireeeee e
Optional Election PUBlICationS.........coovvuiiiiiiiiiieeccieec e
THE VOTS ittt e e e ettt e e e e e e e e et e e e e e eeaaaaaaas
Document Retention and Public Availability of Voted Ballots ......................
Post-Election Access to Voted Ballots..........cceeeuiieeeiciiieeieiee e,



CHAPTER 17 LEGAL REMEDIES

0= Tl 0 18] o} &P PP PRSPPPPPTPPIR: 17-1
The Conduct of Mail Elections to Remedy Ballot Defects and Equipment ........... 17-3

CHAPTER 18 RECALL PROCESS

Public Officials Subject to Recall........cceeiiviiiiiiiiiie e 18-1
Clarity/Factual REVIEW .......ccuieiiieiiieiiecte ettt et et te et et esaaeeaeesaaeenee s 18-2
Preparation and Circulation of Recall Petitions........cccccevevviiieiiiniiieeiiieee e, 18-5
Acceptance of ReCall PetitioNS........coovcciivieiiiiiiiicireeee e 18-7
Checking ReCall PeLitioN.....uuveiiiiiiieiiiiiieeie ettt e eenareee e e e e e e eeans 18-7
SIZNATUIE ChallENEES......evvireeieee i e e s bare e e e e e e eenns 18-9
Final Petition Review by County Clerk.........cccovviiiiiiniiieiiniiiiee e 18-10
Recall Election Candidates.........cueeveeiiieccciiiiieeee e 18-11
Preparation and Production of Ballots ........cceeeviiiiiiiciiiieeiee e 18-12
Canvass and Certification of Recall Election..........ccccevieciiieeicciiee e, 18-12
APPENDIX |
RESOUICES .. ittt e e et e et e e e e e e e e e e e et s e e e eeeeeeaebba e e eeeeeseaesssaannaeseaanans 19

APPENDIX I
Copy of Online Accreditation EXam ........ceiiiriiieiiiiiiiee e 20



	Michigan Department of State
	Bureau of Elections
	January 2014
	Election Officials’ Manual / Accreditation Study Guide
	An Accreditation Program for
	County, City and Township
	Election Officials
	Introduction
	Michigan Department of State
	Bureau of Elections
	P.O. Box 20126
	Lansing, MI  48901-0726
	www.michigan.gov/elections
	E-mail:  elections@michigan.gov
	CONTENTS
	Chapter 1 Structure of Michigan’s Elections System
	Chapter 2 Voter Registration
	Chapter 3 Candidate Filings and Financial Disclosure Requirements
	Chapter 4 Write-In Candidates
	Chapter 5 Precinct Delegate Candidates
	Chapter 6 Michigan’s Absentee Voting Process
	Chapter 12 Precinct Canvass – Closing the Polls
	Chapter 12 Precinct Canvass – Closing the Polls (Continued)
	Appendix I

